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• Office of Homeless Services Staff

• Dawn Jones Administrative Supervisor I

• Karol Hamman Staff Analyst II

• Deanna Luttrell Program Specialist I
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• Welcome and Introductions

• Monthly Reports

• Funding Requests

• Homeless Status Certification Forms

• Questions and Answers

• Adjournment

Agenda
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Where to look:

• HEAP Contract

• San Bernardino County Homeless Partnership Website:  
http://wp.sbcounty.gov/dbh/sbchp/

Whom to ask:

• Office of Homeless Services
Exception:  If a subcontractor, ask contractor

Where to Look/Whom to Ask for Answers

http://wp.sbcounty.gov/dbh/sbchp/
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• Important to remember:

• Always start with current version of the Report

• “Individuals” and “Persons” refer to both adults and children

• Report expenditures and performance/number served only for 

those individuals for whom you have verified HEAP eligibility (i.e., 

completed HEAP Homeless Status Certification)

HEAP Monthly Reports
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• Important to remember (continued):

• Month/Year consistent with Service Date From and Service Date 

To

• Contract Period

• Enter information ($ or #) for all Contracted Activities even if zero 

(0)

• Refer to Exhibit 1 of HEAP Contract for list of Contracted Activities

• Total Monthly Individuals Referred to WDD

HEAP Monthly Reports, continued
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Month/Year → Service Date From and Service Date To

Known Issues – Reports – Summary Form
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Contract Period

Known Issues – Reports – Summary (continued)
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Contract Amount, Interest Accrued, Expenditures

Known Issues – Reports – Summary (continued)
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Where to Report Services Activities

Known Issues – Expenditure Detail
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Where to Report Rental Assistance or Subsidies Activities

Known Issues – Expenditure Report (continued)
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Where to Report “Other” Activities

Known Issues – Expenditure Report (continued)
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Total Monthly Individuals Referred to WDD

Known Issues – Reports – Number Served Detail
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Where to Report numbers for Services Activities

Known Issues – Performance Report - Summary
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Make an entry in every field; numbers are not expected to be unique

Known Issues – Performance Report – Breakdown Detail
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Contract Amount, Interest Accrued, Cumulative Prior Requests

Known Issues – Funding Request - Summary
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Explanation for Requested HEAP Funding

Known Issues – Funding Request – Summary (continued)
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XYZ Agency has a HEAP Contract, in the amount of $165,000, for the contract 
period of April 30, 2019 through June 30, 2021 to provide the following HEAP 
Activities:

• Services: Street Outreach, Navigation Services, Other – Transportation

• Rental Assistance or Subsidies:  Rapid Re-Housing Programs, and Other –
Landlord Incentives

In September 2019, XYZ expended $7,207.23 in HEAP funded Activities.  Prior 
HEAP Expenditures total $7,062.45.  No interest accrued on HEAP funds.

Sample Scenario
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Sample Scenario – Expenditure Summary
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Expenditures of $7,207.23 broken out as follows:

• $1,357.23:  Street Outreach to 8 individuals (5 single adults and 1 family
of two adults and one child)

• $1,750.00: Navigation Services to 3 individuals (1 family)

• $200.00: Other – Transportation to 3 individuals (1 family)

• $3,400.00: Rapid Re-Housing Programs to 3 individuals (1 family)

• $500.00: Other – Landlord Incentives to 3 individuals (1 family)

Note:  Family of 3 provided all 5 Activities.

Sample Scenerio - Expenditures
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Sample Scenario – Expenditure Detail Form
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Sample Scenario:  Expenditure Detail Form, *Other Details
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HEAP Activities provided as follows:

• Street Outreach:  8 individuals (5 single adults and 1 family of two 
adults and one child)

• Navigation Services: 3 individuals (1 family)

• Other – Transportation: 3 individuals (1 family)

• Rapid Re-Housing: 3 individuals (1 family)

• Other – Landlord Incentives: 3 individuals (1 family)

Notes:  

• Family of 3 provided all 5 Activities.  

• Both adults in family referred to WDD.

Sample Scenario:  Individuals Served
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Sample Scenario:  Number Served Detail Form
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Sample Scenario:  Number Served Detail Form, *Other Details
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• Street Outreach of $1,357.23:  

• Staff Salary of $1,300 and Mileage of $57.23

• A1 – Street Outreach – Detail Form

• Navigation Services of $1,750.00:

• Staff Salary of $1,050 and Office Space of $500

• A5 – Navigation Services – Detail Form

• Other – Transportation of $200:

• Uber of $200

• A8 – Other – Detail Form

Sample Scenario:  Expenditure Breakdown and Form(s)
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• Rapid Re-Housing of $3,400:

• Rent and Security of $3,000, Utility Deposits of $200, and Staff Salary of 
$200

• B2 – Rapid Re-Housing – Detail Form

• B2 – Rapid Re-Housing – Detail (continued) Form

• Other – Landlord Incentives of $500

• Landlord Incentives of $500

• B4 – Other – Detail Form

Sample Scenario:  Expenditure Breakdown and Form(s) – cont.
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Sample Scenario:  Street Outreach – Detail Form
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Sample Scenario:  B2 – Rapid Re-Housing – Detail Form
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Sample Scenario: B2 – Rapid Re-Housing – Detail (continued) Form
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HEAP Activities provided as follows:
• Street Outreach:  8 individuals (5 single adults and 1 family)

• Single Adults:
• Chronically Homeless Veteran, male (62):  2 instances of service
• Homeless, male (45):  1 instance of service
• Homeless. male (33):  2 instances of service
• Homeless. male (25):  2 instances of service
• 1 Homeless , female (56):  4 instances of service

• Family:
• Homeless, male (35):  2 instances of service
• Homeless, female (31):  2 instances of service
• Homeless, male (7):  2 instances of service

Sample Scenario:  Performance
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HEAP Activities (continued) provided as follows:

• Navigation Services:  

• 3 individuals (1 family):  3 instances of service (total 9)

• Other – Transportation: 

• 3 individuals (1 family):  2 instances of service (total 6)

• Rapid Re-Housing:  3 individuals (1 family)

• 3 individuals (1 family):  2 instances of service (total 6)

• Other – Landlord Incentives:  

• 3 individuals (1 family):  1 instance of service (total 3)

Notes:  

• Family of 3 provided all 5 Activities.  

• Both adults in family referred to WDD

Sample Scenario:  Performance continued
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Sample Scenario – Performance Report, Summary Form
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Sample Scenario – Performance Report, Summary Form continued
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Sample Scenario – Performance Report, Number Served by 
Subpopulation – Breakdown Detail Form
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• Required for each adult  HEAP participant

• Provide only at first report of HEAP services; provide list of adults served 
ongoing
Exception:  change in status (e.g., household with adult(s) and no children to 
household with adult(s) and children)

• Forms are:

• Homeless Status Certification

• Recordkeeping Requirements

• Written Observation of Homeless Status

• Self-Certification of Homeless Status

• May provide similar forms; contact OHS if unsure

Known Issues – Homeless Status Certification Forms



Page 37

Use the table below to determine which forms to complete.

Homeless Status Certification Forms – Which to Use

If third-party 

documentation is …
And … Then complete …

Available, Has been provided,  HEAP Homeless Status Certification

 HEAP Recordkeeping Requirements

Not available, Contractor staff has observed 

homeless status,

 HEAP Homeless Status Certification

 HEAP Recordkeeping Requirements

 HEAP Written Observation of Homeless 

Status

Not available, Contractor staff has not 

observed and cannot 

otherwise verify homeless 

status,

 HEAP Homeless Status Certification

 HEAP Recordkeeping Requirements

 HEAP Self-Certification of Homeless Status
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Where to look:

• HEAP Contract

• San Bernardino County Homeless Partnership Website:  
http://wp.sbcounty.gov/dbh/sbchp/

Whom to ask:

• Office of Homeless Services
Exception:  If a subcontractor, ask contractor

Where to Look/Whom to Ask for Answers - Reminder

http://wp.sbcounty.gov/dbh/sbchp/
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Please also submit your questions to the Office of Homeless Services.  Please 
use the subject line of “HEAP:  Question” and include your Agency Name.

Questions
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Thank you!

Adjournment


